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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D. Cc. 


25 February 195? 


MEMORANDUM FOR: Deputy Director of Central Intelligenos 


THROUGH : Deputy Director for Administration 
FROM : Director of Training 
SUBJECT : Personnel Pool 


REFERENCE : (a) Memorandum fron the inspector General te ihe 
Director of Training dated; Januar; 1652 
(copy in Appendix I). 


(b) Pool hKeport by Testing and Training Brench, 
Office of Personnel, dated 15 December 15951. 


1. PROBLEM: To comply with the directive (reference a) that 
the Director of Iraining assume responsibility for training in the 
Personnel Pcool. 


2. FACTS BEARING ON THE PROBLEM: The facts are presented in 
Tab A. 


Exec. 


ee 


3. DISCUSSION: The problen is analyzed and discussed in Tab i. 


lk. CONCLUSIONS: The conclkusions reached after the analysis c? 


the problem are in Tab C. 
S. RECOMi:NDATIONS: It is recommended: 


a. That the Plan for Unclassified Training Group Clerical 
(UTG/C) in Appendix III be approved, and that tke 


Director of Training be authorized to put it inte effe: 


st. 


be That the Proposed CLA Regulation "Processing Previsior:liy 


Clesred Pergonnel." in Appendix IV be approved atd pror tlgei:. 


c. That the Proposed CLA Regulation "CIA Training Folie: 


‘or 


New Personnel" in Appendix Y be appreved and présuligat od. 


d. That the conclusions in Tab C, Paragraphs 3, 4, 5, &en 7 


be approved, and that officials or Offices concerned tb: 


directed to put the actions indicated into effeet. 


MATTHEW BATRD 
APPROVED: 
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FACTS BEARING ON THE PROFLEM 


1. Responsibility for Tra in the Personnel Pool: oy & “tic: 
°. 1@ Inspector General, the D/GI has approved the tran-fer 
of responsibility for trai in the Personnel °351 4- ke 
Director of Trainine as of aT Jamuary 1982, 


Pelicy Directive of ne D/Ci: In tie staff conferanca + 

1 ember 19°], the Director af Central Inteliligsnce = ate: 
that 1t would be the policy of the igeney to go slaw an. xe 
pansion ano to insist on high quality in personnel: thet toi; 
policy weeld require very careful selection of personne I 


3. Basic Sjective of the fersoanel Puol: The beste chiec > = 
of the Personne] Pool is to emable ihe Ageney to piece ai s- 
professional personnel. on its payroll ir advance a” fill 
security clearance, in order to relieve financial harasa: > 
to the individual or to otherwise insure that his servias w: 
be availabie te the Agency wpon coapletion of sscuri Gy 48 Gor 


4. Established Training Frograss for 21 ofessional-Subrtant ix: 
Persomel: Unelassified Training droup a (UTG/i} enc the 
Interix Training Eranch (I't/B) have been established +. 
meet the atove objective for profeasional-substantive, ac 
Covert and covert personne! respectively. However, 273k 
and IT/B are organized ag homogeneous groaps with tecular xed 
schedules for entrance on dut: » and study and prejest ass pre 
mente. fersonnel in the ura/n and 17/5 program: ara care ull, 
reeruited and normaliy exceed the winimun selection stane ras 
of the Avency. 


5s. 7c sition of the Pooi: ihe presen: composition 0% the erg:-.- 
nel Pool is not consisveat with its basic objective. The cer. 
somnel in the Personre: Pool are not homogeneous. uc tha fol .... 
ing statistics show, the col is a citeh-all for 21. tipa of 
EOD'd provisionally cleared personne). 
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case 


a. iaverare percentazes of personnel by categories cari 24 
from a statisticnul analysis of Pool pergonunel os of 
k January and 23 January 1952, The statistienl ana psi: 
is om file in the Office of Training. 

Clerks arc Stenographers 25X1 


Typistes 
Total Support-Clerical 


Skilled and Trade 
Prefessional-Substantive 


100£ 


b. The Professional-substantive personel, 23) sf che t taj 
personne] in the Pool, are UTG/A or IT/B types. 


c. The skilled and trade personnel, 11° of the 2gtal of sonms+. 
in the Pool, are quite varied types. Some four diff ren: 
stills are represented in the tabuleting michine 716 d: 
three in the orinving field; two in the telesyor fie a, 
and thera is a miscellaneous eroup ranging froa ice - 
photographers to truck drivers %o couriers, 


d, The rest of the personnel in the Pool, the laress a baiws-, 
(68%), may be termed support-clericel persome.., 


6 The Parsonnel Fool Program: The program of the Fer-sonre: Po: 
consists training for ¢lerical-support Pers¢nres whe 3 a... 
meet minim standards of proficiency fer the jok ior wi! th 
they have been recruited; unclassified work pre jects unde stake; 
in support of various components of the agency or other <overr . 
menta). departments; and the temporary attachment of Liwitaa ris: 
bers of personsel to other Governmental department’ and i fee ee, 


a. Treining far Clerical-Suppert Persomnel: ersenne] ace 
selected far training in Enelish Usere, Shorthand, “y -ine 
ang Office Practice on the basis of recommendations proce 


pre t 
ig 
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by the Placenent Officer or the Pool Registrar as a 
Fesult either of an interview or of a request on thi 
part of the individual, The period of traimiiy varizs 
in individual cases from one dey to severe) weeks; 
Gonsequently, it is impossible to derive a metning f 1 
percentage figure representing the total Personnel 2 3- 
ceiving clerical training. 


b. Work Projects: In appendix II there is an anéilysis af 
e@ work projects performed by the Poel during veces ser 

1951 and Jannary 1952, This analysis indicates that 
most of the requests for work projects cage fton XL 
and the Office of Personnel. Assuming that the pers.on- 
nel engaged on work projeets sarn their pay, tork pr>- 
jects largely pay for the costs of the clerical-sapp ort 
segnent (dar) of the Pool, The projects largely uti ize 
the skills of the Clerk-typists and elerks rather tb on 
those of the stenographers, : 


c. Temporary Attachments: In the week 2-25 January abe t 
persome] vere temporarily attached to other Gove-n- 
ment departments or CIA offices: including tha Selee ive 
Service Systea, Department of Agriculture, Departmen of 
State, Library of Congress, 1&5, ORR and O§C:O. This ; Pow) 
consisted of support-clerical and prafessional,-subs ti nti 
personnel, ranging from GS-2 through (8-9, 


7. Testing and Evpluation: is part of recruitment action i. the: 
Leid, support-clericel personnel are tested for profici« acy 
of clerical skills. it is necessary for the Agency to reerui.. 


some sippert-—clerical personnel whe do not sect mipiiaum ¢bame.:. < 


of proficiency for the grade for which they are retruitee; stci: 
persormel are got evaluated with respect to Learning aptd suds 
prior to being put on the Ageney payroll; nor is. their cc atint + 
employment with the Agency contingent upon the rentvail of ce- 
ficiencies by the tine of completion of prescribed trains FY 
courses. 
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8. ance on d Separation bates: There are no rey viar: :: 
sc ea for entrange on duty into the Pool or fer S@pe satire. 
from the Pool, The effect is to multiply administrative dit- 
ficulties; preaocte confusion; and prevent effective phar ane ce 
the traininp at the Fool. 


SS Ay "@ of Time tin Pool: The averarve ienrt. of 
me {ali Pool person apemt in the Peol is aoproxi.s ely 


25 working days for aon-covert pergonnel and aopreximate y 
35 working days for covert persome 1. 


10. The "waiting Reon” Opapttion: The 001 is also a esitin ros. 
or personnel whose processing is held up, usually b.cau:- 
of saturation of sedica] ani security processing facilit es, 
Persoane] wait in the Pool, pending notification t> comp ete 
EQD processing. As a consequence, there exists a ‘Grand Cen: . 
Station" atmosphere that seriously interferes with order ines 
and system in the operation and mbBagement of the col, 


ili. M : It is conceded that the Peol ig faced with a mo: ale 
pr - This is attributed to the foliowing factors: 


a. There is ne orientation prograa for personnel enteri: » 
the Pool. In many instances personae] have hot. been 
properly briefed by the reoraiting officer that they 
are to enter a Pool and Consequently, when they fini 
they are ie the Pool, their morale and motivation are 
seriously {peired. 


%b. There are in the Pool prefessional-substantive persoriel 
for whom no neaniagfel training orogram is >rovided &. it 
is in UTG/A or IT/B, 


¢., There are in the Po0l personnel in the skilled and cor ides 


category far whoi no "common denominator" o° training or 
work project exists, or is feasible. 
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a, There is a considerable nuuber of individuals wie ve sais 
in the Poel for perieds in excess of 95 days; as of 
25X1 26 Jamery, [| sndiviseats, approximately 9F ¢f tote. 
persenne]l o e Pool. 


e, There is the “Waiting Room” operation deseribed in 
Paragraph 7 ebove. 


f, There is a coor physical envircnmert that net only 
affeets the individual's morale but also iapairs, i: 
his wiew, the prestige of the Agency as a whole. 


hei 
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DISCUSSION 


i. Jenerel Statement: The Pool probles wiil be discussed 
reference to the following points: 


a. The Composition of the Personnel Paol 

b. The Persenmel Pool Progran 

Cc. The Work Projects Question 

d. The Persermel Pool Training Problen 

e. The Testing and Praluation Problem 

£, The Waiting Room -reblen 

g. The Orientation Problem 

h. The Administration of the Personnel Pool 


i. Folicy Action 
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2. Composition of the Popl: 


a. The fact that 21% of the total personmel in tie 
Poal ( designated as profesdienal—sudstantive. 
are fA or If/S8 types has already received recog-- 
nition hy the Porsonmel Office aki the Inspector 
General. fhis categary of personel shenli be 
tranafevred fren the Pool ta D IEG/A or 17/8. in 
the future professional-<substantive recruits shouh 
be assigned to JTG/A or IT/S8 and should mot 32 ser’ 
to the Pool. 


b. The nen<covert offices of the Aganey use the °col 
as a belting operation for sexe grefessicnal- 
substantive personne), in the expectation thet 
*reporting-to-duty date® will pracede thelr comply ior 
of the UTG/A program. A crass saction of tie Pool 
as of 24 Jamuary indicetes that seh personel re- 
maiz ia the Pool approximately 42 te 43 calendar 
days. aT0/A is a mix weeks (2 asleninr days) gr¢ p 
training progran. Therefore, thare is a. the aver ge 
no tine advamtacs in short aireviting this grogras. 
These ig positive morale advantage in renovisyz s.¢ . 
persomad! from the Pool where no meaningful progre . 
ia eonducted for their needs. 


c. The sityation with respect to cowert professionai- 
substantive personnel is rang teint I?/3 is an 
individyal trainiag progres that centinucs until 
the completion of security action. 


d. If ies isegageraligeacanbine etl persansel wes? not son) 
te the Hool, tis remaining persermel (sapport—clcr: cal 
and ski¥led and trades) would comprise a more home enes::: 
and manageable greup, appropriata to a Porsomel Pol 
operating andor thas Progran described belew. 


Bel 
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3. The Personnel fool, Frogran: 


a. For the skilled and trades personnel: 


(1) 


(2) 


These personnel represent a great variety of 

mille or trades «with small nusbers in each 

wkill or trade. Pending completion of security 
action, thay need merely to maintain pref{icienci :s 
already acquired. For this type of persagac, 
training in specialized skills or trades is tou 
costly to be underfaken. Cther training, as 
coursds in current events or international rela 
tions, would not be related te os-duty jot cequie- 
ments. Therefore, such personnel can nos? uselé ily 
spend the seearity clearance pariod by working a. 
their skill ar trade. 


While this is not feasible within the sgency, it 

is pomsible t. attach such perapanel to ofser 
Goverraeatal agencies not engaged in clasgified 
operations. or example, a Linotype operator 
might be detailed to the (everment Printiag urg..ce, 
a machine tabulation operator to the Bureau af pia 
Badget, or 2 pheto~engraver to the Berea of 2rii.t- 
ing anti Bagraving. Such « progran of attachment 
would ptilize and maintain the specialised taleni.s 
of such personnel during the serurity clea-ance 
period, 


b. For the support-clerical personnel: 


(1) 


(2) 


Sewe 6E% of the Pool is supporteclerical. This 
gtoep js fairly evenly div between clerks, 
clerk-typists and stenographers, 


Many sepport-clerical persennel require treining 


to meet winimez or accepteble standardgaf proficj saucy 
fer the jobs for which they have been Peertited, or 


Be2 
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(h) 


(5) 


(6) 


25X1 


they, require refresher training to acat previo sly 
achipved ami acceptable levels of profi.aiesay. 
erin training in geography and agency of fie: 
practices, Aud all would benefit by training 

desiz to iserease proficiency in elrexiy ao aims: 
clerical ski.lis, 


At present work projecte tend to have priority svei- 
traifing - not only becagse of the shortice of 
inetfoctors but alee because ef the number of 3 ark 
proj¢eta underteken. Under these conditions tia 
objettives of clerical trsiniag, consistent wii 
the policy of the D/GI, eennot fully be ret. 


To cerry out effeetively the policy of the 2/Cr, 
all incoming auppert~clerical personnel, regart iest 
af sqcurity clearance status, should be ¢etailed by 
the @ffice of Personnel to the Office of Traini « 
for training. 


To aget responsibilities assigned to it ty the 
Diredtor of Central Intelligence thrquga. tie In- 
spector General (see Appendix 1), the 0/f2 shor .d 
e lish am Unelassified Training Group Cleri¢ J 
ore, i, to which al] Eoptd prewisionally ¢elearce 
clerfical personnel should ce assigned. 


fo % ite long range repponsibilitics, tne o/ 
sho establish a Classified raining Group (]-rie:i 


(C2GAC), to whieh Bond c: Clerical sersce 61 
shoulki be assigned. € y shandd also ngai the 

r ments of refresher training for on~duty cler 2s. 
personnel. 


hk, The Work Projeg t question: 


a. A survey of the work projects program showld be unde: tai. 


(1) 


When the Persomnel Pool wes first estedlinhed, . yom: 
Offices were requested to provide work projects for 


+ 


Be=3 


ont 


rt 
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(2) 
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gt 


the Pool. the work projects bad the staius of 
“make-work" to OCtupy provisionally cleared 
perspnnel iz the Peoil, pending full security 
Gleafance, Since then, the seope af the work 
pFojects has greatly ineveased; the work projec os 
have become a majer time-consuming enterprise 

of the Pool and have taken precedence over cler - 
cal training. It is seriously open. to gestion 
that the present status af work Projects shoulg 

be cantinued, because of the need for and desiz-bil- 
ity qf traiming ta raise the level of praficies.y 
of suppert-clerical personnel entering on duty .ith 
the Agency. 


Under the prosent recruitaent limitations, ther: 
will be fever personnel available for work on 
work projects in the Persenne) Pools this: will 
Fesult in a sharp reductien in the quaber of 
work projects that can be undertaken, Uneer the 
Presegt office ceiling limitations, the offices: 
Pequegts for work Prajects to be carried on in 
the Pgol will probably increase; this will resui. 
in a greater relative reduction in the wesber of 
work yHrojects that can be undertaken. Tha quest ons 
posed by this situation are; 


(a) Ave thers any of the work projects of suffi. ten: 
vulue to require the offices concerned to 4):- 
clude them in their bedgets and to increase the - 
TO's in order te contime then? 


(§) Are there any work prejects, other then thar3 
above, that are of some value ta the offices , 
but that would not be undertaken excezt ae b4 
adjunct to training? 
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(3) Neither the rate at which the Personnel }’col 
will decrease im strength nor the ult imaie 
strength ef the Pool cen te determined at this 
time, Only after the present ceilings heve bee. 
in effect for sone tine and the masber of Fool, 
Parsennel has becene stabilized cam the seope c° 
the work projects progran be established, 


(L) Pending completion of the survey, the Office of 
Persannel should contimae to administer the war. 
Projects. If, as a result of the survey, it is 


5» The Personnel ool fraiging Problea: 


a, 


Professionpl-«substantive persoanel should be aisigne: 
to the UTG/A or IT/B pregrans, 


Sicilled oné trades persennel should be detailet: fror 
the Pool te other Govermmental agencies, 


Support-clerical personnel should be detailed to trai ring. 
% Evaluation Problea: 

Ko individyal should be put en the Payroll of the Ave wy 

unless testing and evaluation indicate that the individual 


either is qualified for the job ‘er which he is reervited: 
or that, failing to eect acceptable standaria, 2¢ hag 


BaF 
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evaluatiqn requirenants af %h Age ineli.ti 

thom of ‘the Office of Trndatng a= > Sean ae 
: central a and oe fagility ia the Ag.mey 
digg een ale cre rp Office of Perscunal but -lee 


Te Hho Yaiting Spon Prolene 


a. 


tn order to acct the problem posed by intemuitent -elq:s 
3 i% - ela 
in 569 prpeedures (ceused priparily ty the besilog uf a 


The Libragy facilities shauld also > available to ; eretar 
of iC the ; oa ; oa G 3 Sth s 
tr. : a a 0 ——— Poal cenmmection with & :ciz 


8. Orleptation Problen: 


b. 


A serious morale fastor in tae Pergogne] Pool aas 26-16 


ceurse diquid be comdneted in two parts; part fe 

a}1 cleriqnl, skilled and trad» perpamnel :Q)‘d ona 
pfovisiond Cleared basis; part two, for cierica: ss seen 
nel as part of the UTG/C training pragran. 


The initia} orientation ceerse should be sommeted 
. ‘the: 
Qkfice of Personnel part of the emtrasap conaw 


Parsosal affairs, sdeinistrative edures of 9% asi 
the status of pert 1 diemote. preceduras of the Pool vai 
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@. The cleripal orientation course should ¢angigs of & n 
hours of tinstructien ower the two-week bapic craining 
period; if shovld include wMtlissified information 
about the structure and functions of the national a. vem). 
went and the role of CIs therein, 


9. Adm ryis tratiog. of the Persennel Pool: 


& The aduinistration of the Personnel Pool, should be gi- 
reeted by the Office of Personnel; and shenld consir.. 
of the following responsibilities: 


(1) To eqnduct an orientation Course ap @ part of toe 
entrance precessing procadure in the feol 


(2) To detatl skilled and trades personnel to other 
Covernmental agencies 


(3) To adpinister the work projects pregram ponding 
completion of the survey recommended by GTi, 
and the resolution of the problen 


(4) Fo operate the waiting room and its library 
facilities 


(5) To serve as a processing center for UTG/C 


10, Policy Action: 


a. As a result of the analysis of tue Personnel 2001 preu- 
lea the 0/T has made recommeniations ith respect te all 
personnel Eob'd on a provisions) ly-cleared basis; thave 
regomsendations ara applicable with equal forca to a. 
pefsonnel ehtering the Agency on a folly-tlearead basi:, 


b. Trainiag foy 411 incoming personnel, orofessiond and 


son-professional, irrespective of secerity clearmnce siatin.. 
is necessary if the receat polie; directive of the Din acter 
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of Central, Intelligence in to be i 
; wt into effasi, 
A higher @alitative level of Hl by penn 
personnel ran be obtained only throngh selection - 
plus training. It is the function of selectian to 
recruit personnel Cempetent in a given skill, ‘arede,. 
oe ar professian; it is the fopotion of trainim 
a apap net they ef cempetente in any given field | 
iy at competence tc the field of intel li - 

A policy directive eubody i: 

. ng the abeve priaciple i 
precedent Sgr ¥. It should be courses 
a ar of Central Intelligenee and put teto 


E-8 


(a 
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SONCLUS TOMS 


1. Eraiping Respnai bilities 


b. 


Cr 


That the responsibility for taining 
| Pool ta bp tranaferred to the Direp tor of 2 Beanie 8 
aoc with leferense a should aoned st . 
(1) Phes{ng the pect eugiene)eoubstantts 
Peto] 
prestatly in the Pool in  Te/ 
progtaas of O/TR. pe OR PON, aaah ITH 


(2) detabliehing and 
accotdsnce sith operon taped: si: i a 


That, in qrder te carry oat the he poli¢y of the. BCI wich 
respsct tq reiging the qualitative level, of rte me 


for training prior to placement within the Agency. 


That the Q/TE should be epoca pry at this blir plies abe A ie an 
@¢ thet policy Sago 
as 
my put as ce effect as ‘S007 g= 


tion, ani preseribes the i 
the attectiw processing of such personse}, 


48 hetepeary jor 
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db ‘That, pending completion af the above sarvey ant regel:- 


‘on tte taasiais © Gan becca el shpad 
peat hel have been rdleased ppg p eta Ve 
araor cracustice af'tae Guin: Gece. 
h. Ipsting and Evalgation 
a That qhe Testing and ttn baer heir tf f the Hfice of 
shoald be trenaferred +¢ ed wits the 


Teatin ond tradnigg Bramht of the | eetef } aoneel; 
that merger sijould nat be censtiyed te affect the 
existing assessment procedures fer covert perso el. 


b. toetige and sralusticn entries of te iguter fas the 


testing and evaluation sarvice of the , we the 
polis direction ami snperivisiqn.of the & Ddreat 
Personnel in coklaboratiion With the difoever of freising. 
c. That this testing oxi ovalmatiqn service frould led e@bexs 
eg arch consorap of tenting ap ed ¢ me * eee 
of tment, BOD provedtre, tr father. 


d, That an essential qonditiion of this margeg shou} t be thes 
the tqating and evalustion serei.¢e Wi Tl b9 able ‘o #124 
the tasting and evaluation req renents of the ¢: Tie: uf 
Training. 


5+ TRe Wpising Room 
a. That @ waiting room should be established at[ |. 25X1 
bed preivide for the pininipbrative contra af Lover aree dalayed 
 Conplation of their. =e @ingg that .t @iszli be 


tered separately from Proy -- 42 26 
stein that ite library Paps lites mild © pth iba i: 
personhe] in TG/C and the Perspnnel Podle 


>. That the waiting room should be administersd b he Uff «6 of 
Personhe 


i. 


at eee oe, en so Sear te ob si “ 
coordinating HOD dates'with the eapa¢ity af the proqiaicg 
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6, 


Te 


facilities; that, at the vary least there sieuld & 
pedu¢tion! act enly in the nenber of hi teekinsd 
haste grid fede rpanizayelpien Naas oo im the tine 
ting reom ty persoansl itis i lie 
oatien to complete EOD prboe eee pee eZ 


cea. ve Tine i au — $he oases af ai] porsenis 
me A. : ar @ sqperviston ¢f the, Yersoriici 
Peel, and who have readined in a provisiogally cleared st6ius 
in emacs of 60 days, daowld be retiewal weekly by te 

ase moarty for as capece af — ie : Vecmd cic 
sreuter die bap expediting ti comp) tie: ai 


Clas xf Training ; cal : 

@, That the 0/TR abould establish » Clapsi fied trad: 
Group Pleripal (CTG/C) to which goptd Culky-choged 
sapport-clerical personnel should be anaigned fd: tris. €: 


(1) %% inerense their proficienay in elraiy aad: aim: 


clerical skills, 
(2) Tp be instructed in and Ace — 
practiees. geograpiy Agency offi ice 
ba pas ee shoald algo conduct refresher treinin fo 
ty support-clerical . 


8. 335 tt the marale probles in the Hoel sheaia ka greatiy 
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Re aes 


2, Jamary 1952 


MEMORANDUM TO: Ofrector of Training 


Fer your records, 1 wish to confirma that BGI has approved 
the transfer of responsibility for training in the umolassi fie 
holding pool to your office and has requested that an effort & 
made to set up courses on a lOeday basis. 


The training of covert smployees in tae unelaspifisd O54 
at another location nas been approved, to take effect 48 soon 
as the new quarters are ready. 


/s/f Stuert sedden 
Inspector Jeneral 


ee: Personnel 


Appendix I 


Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1 


me = Fo SR Re cm ee 


Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1 


Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1 


25X11 Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1 


Next 1 Page(s) In Document Exempt 


Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1 


Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1 


Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1 


8:30 
9:30 
10:30 
11:30 
12:30 
1:30 
2:30 
3:30 


Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1 


PLAN MOR UNCLASSIFIED TRAINING GROUF CLERICAL (9G, C ) 


i. tatty objectives: 


a. 


do not meet minimus or acceptable standard: of x 
ficieney for the grade level for which they heve 
been reeruited, 


require refresher training to meet previourly acl 
and ac¢eptable levels of proficiency. 


need training in geography end azency offite orar si 


would benefit by training desigacd to increase >r 
ficiency in already acquired clerical siilis. 


2. Treining progran: 


&, 


Course content: The clerieal training progran 
consist of the following courses: Typing (3 leve 
Shorthand (3 levels), Office Practice, (iling, % 
ing (2 levels), Punctuation (2 levels), Baginess 
inglish (2 levels), and CGeorraphy. 


Te raise the level of preficic: : 
all E0D'd provisionslly-cleared support-clericel versenre) war 


}= 


LEVEL 


+ 
a 
eae 
sy 
~ 


s ~ 


zce 


nif 
y 


b. Sehedule: The daily schedule will be as fellows: 
Instructcr A snstructor B Instructor C bit: 
Typ. 2 @ Ii ‘Prac, Roos) Shit. I St 
(Prac. Econ) Tam. Shi. Li Pe i 
Office Fractice ounce. [ Free rij 
Launch & Fractice Lunch « Practice 4 ling See 
Spell. I “yee Laieh & Practices ae 
Free peli, il fare, 21 n 
Geography Vyo. Et (Prac. Room) Tre. 


Orientation —.. 


od 


“oan 


eee Sede se nent: ee 
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@. Phasing: The training prozran will Consist of . bm 
week basic unit. Multiples of the basic unit my be 
arranged on &n individual basis to meet incividi al 
requirements withost repetition of subject aatt r. 


d. Tasting: Testing ef individual proficiency wili pe 
made @t the completion of each basle training ur it 
and iadividual proficiency reports wili be SORE: in tt: 
Office of Personnel. 


and ixit Crocedure: The iffice of Persennel » i] 
OD'd sypport-clerical personnel te UTA fer trad < ng. 
Regularized entry dates into U2G/C (from the Personnel Fa01), ever, 
week for typing and shorthand training and every two wakes fe of1>) 
designated training, shall be effective, Exit from ipa’ Ti ote 
contingent upon the completion of the training ceerse aver th. beh 
security clearance nay have been completed, 


hk. Planning Busia: 


a. Trainees: Flanning for the UTG/C trainizg propa it 
based on the asaunption that there will ke at agp give: 
tine aporoxinately 100 trainees in 0fa/c. 


ob. Staff: The existing training staff of the Ferson eli 
Pool consists of two instructors. In Reference Bit 
was reGanmended and approved that the staff shoul. be 
increased to four instructars, The prapesad plek for 
UTG/C will require four instructors and one cleri al 
assistant, This may be accomplished by traasferr ne 
the two iastructersmw on the Personnel Pool i/o 
the I/O of the Office of Training and by auwthoris: ng 
an increase in the T/0 of the O/TR (2 atditional ne 
strictors and }. clerical absi stant). 


¢. Space: The spece available 502, SOBA. 0% 25X14 
to carry out the train © propraa, 


Appendix III - 2 
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5+ Appreval by the 20/A: 


a. 


bs. 


@. 


Basie plan for ura/c. 


Transfer pf the twe inatructors now on the Pdssonng.. 
Pool 1/0 to the 2/9 of the 0/2, and the autipriszet on 
for two afiditionnl instractors and ane ¢leridal as¢ star: 
an the 1/0 of th» O/TR. 


Allegation of the space designeted in Paragrat: 4.¢. 
adbows, to the OAR. 


Appendix III - 3 
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Februar} 


6. CIA TRAINLN€ POLICY FOR Baw PERSONNEL 


A. In order to saise the qualitative level of peri orm ance 


Be 


dD. 


of new personnel entering on duty with tie 3 gemecy, the 
Director of Training is authorized to phan end cor tect 
training programs in aceordance with the palic: at sted 
in Paragraph 3 following. 

New pergoimel aitering on duty with the Ageasy gne 4, 
pricr to placement within th Ageney, be detaiad ¥ 
the Office ef Personnel to the Office of frdinias or 
tralaing desiyned not only te relate their particu ar 
field of competence to the fleld of intelligaree, ut 


alse, when neceisary or desirable, to raise ieir sve. 


of competenne in any given field. 

Por the present, this policy shall apply od: to t 2 
Lollowing : 

(1) All *rofestional-Substentive personnel. 

(2) All Professional-Administrative parsonnel. 

{3} All Support-Clerical personnel. 

The Lireetor of ‘reining, in putting this polic ore 


effect, siall plan training prograuw, expand exiati e 


Aopendix Vel 
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NOMUER 25x1 


February 1352 


training facilities and establish new training fac 2ot': + 
for scch personnel in the following order of orior tr: 
(1) brotieesionsl-Substantive persennel. 
(2) Supoort-Clerical personnel. 
(3) Professional-Administrative personn:1. 

Ek. The Director of Training shall present ail traiain pits: 
and programs designed to earry out this direstive « t:: 


uvCI for approval. 


Appendix ¥<-2 
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